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EO Section 1: Planning communication 


1 Describe the organisation you are basing this project on. 


1.1 What is the name of the organisation? 


Ozhouse Clean 


1.2 What are the main activities of the organisation? 


Project Portfolio 


Centred on providing cleaning services for homes. Residential cleaning services, 
including spring and regular home cleans, are the organization's main business. 


1.3 What are the organisational objectives? 
e Increasing the number of consumers 


e Exceeding or satisfying the customers' expectations 


* Implementing efficient cleaning procedures that are essentially ecologically 


sustainable procedures 


2 Choose and describe a scenario in your organisation that requires you to present 


information to others. 


Remember: You will be creating a presentation to present material to two different 
groups of people at two separate meetings. One of the groups of people you choose to 
communicate to must be appropriate team members. 


Implementing AI for automation: 


The adoption of artificial intelligence or robotic process automation will simplify 
daily operations and enable the company to broaden its solutions. Al is utilized 
in organizations to enhance work process efficiency, benefiting both the cleaning 
and robotics industries. To introduce child- and eco-friendly cleaning services, 


the company will take advantage of this technology. 


Release of products: 


By catering to customers' strong demand for affordable, child-safe cleaning 
services and environmentally-friendly options, the company will offer a diverse 


array of products and services, including the following: 
e Xtreme Window Clene 
e Xtreme Floor Clene (option for carpet, tile and wooden floors) 
e Xtreme bathroom Clene 


Operation Manager Roles Changes 


e Give the cleaning team a thorough description of the new, original eco-friendly 


goods strategy. 
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e Negotiate a price rise while using environmentally beneficial products. 


3 Understand organisational and legal requirements. 


3.1 Describe any organisational policies and procedures that relate to communication 
(e.g. internal communication policy, external communication policy, confidentiality 


agreements etc.). 


Note: Attach proof of the policies and procedures to this section of your portfolio. 


* Referral procedures: 


The appropriate manner of making referrals, the information that can be shared 
with other services, and the ongoing obligations of each organization to the client. 


* Confidentiality policy: 


A systematic approach to creating and updating a Community Resource Index so 


that all employees are aware of available referral services. 


* Case conferencing guidelines: 


Methods for cooperating with other agencies, including attending relevant 


intermittent meetings. 


* Data retention policy: 


Different government agencies provide legal guidance on their staff's obligations to 
lawfully maintain and retain client data for a specified period after the service is 


terminated. 


3.2 How do these policies and procedure confirm your authority to present the 


information above? 


Policies and procedures are crucial for every company as they act as a guide for 
day-to-day operations. They enable employers to formally express the values and 
mission of their organization, providing direction, consistency, accountability, 
efficiency, and clarity in how it functions. By having policies and procedures in 
place, Co-op members can uphold their standards and ideals. This promotes fair, 
predictable, and consistent handling of workplace issues, avoiding the need for 
impromptu decisions that often lead to trouble. Adherence to policies and 
procedures facilitates informed decision-making and simplifies internal processes, 
thereby elevating the standard of products and services offered by your business. 


3.3 What are the relevant conventions and protocols for communicating with team 


members? 


Regular updates on developments, plans, and modifications that impact team 
members will be provided. Effective communication requires coherence, 
organization, logical sequencing, consistent flow, and a strong connection to the 
main theme. A critical element of professional communication is demonstrating 
commitment and conviction in one's argument, which gradually unlocks potentials. 
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To ensure successful communication, several steps need to be taken. First, select 
an appropriate time for the communication and provide enough detail to achieve 
the communication's objectives. Choose the most suitable format for the 
communication and establish an appropriate follow-up procedure. Identify any 
mandatory reporting requirements and cite all informational sources. 


Project Portfolio 


Before communicating, establish the purpose of the conversation and identify the 
intended audience. Finally, determine who will be responsible for delivering the 
communication. 


3.4 Summarise your legal and ethical responsibilities associated with any confidential 


information. 


It is necessary to maintain the confidentiality of any personal or professional information 
related to individuals with whom one works or participants in research or scholarly 
activities. Disclosure of confidential information should only occur when necessary to 
protect the welfare of the person or community, when permitted by law, or when required 
by law. Lawyers and solicitors have a responsibility to protect the personal information of 
their clients and must maintain confidentiality. Clients may provide lawyers with 
confidential information regarding their affairs, but this information must not be used 
against the client's wishes. 


4 Plan your communication by completing the table below. 


purpose of my 
communication? 


about the new eco-friendly 
product strategy and get them 
ready for the coming change. 


Who am I Meeting 1 (e.g. with Project Meeting 2 (e.g. with customers) 
communicating team) 

to? 

What is the To educate cleaning personnel To inform clients and discuss any 


pricing increases for services 
utilising eco-friendly items with 
them. 


What 
information 
should be part 
of the 
communication? 


Brand-new products 


The new eco-friendly strategy's 
justifications 


Business goals 


Information about service pricing 
increases and an explanation of 
eco-friendly items 


Corporate objectives 


What position 
will you take 
regarding the 
information that 
must be 
communicated? 


Business manager 


Business manager 
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Should any 
information be 
kept 
confidential? 


Information and a supplier 
contract 


Personnel records and contracts 


What will be 
negotiated? 


A rise in pay 


An increase in the cost of any 
service. 


What are the 
objectives of 
negotiation (at 
least one each)? 


All cleaning personnel who have 
successfully shown their 
proficiency in knowledge and 
application of the new eco- 
friendly cleaning product line will 
receive pay increases of $0.50 
per hour. 


Customers who have used 
OzHouse clean on a regular basis 
for more than a year will receive 
a discount. 


For a typical house clean, 
OzHouse Clean must bill $7.50 in 
addition to$30 per hour. 


What 
stakeholder 
needs and 
requirements 
should be met 
during the 
negotiation? 


What are the 
potential issues 
and problems 
that may arise 
from the 
negotiation (at 
least one each)? 


There shouldn't be a significant 
wage hike. 


Not being ready for a 
negotiation. Never disregard the 
second party. One should 
carefully complete their 
homework. 


Only qualified workers are 
eligible for a pay raise and a 
reduction in the additional fees 
for the new environmentally 
friendly services. 


Negotiations are most difficult 
when parties are completely 
unprepared to comprehend one 
another. Some people prefer to 
simply consider their own 
interests while ignoring the 
needs and wants of others. 


What position 
will you take 
regarding any 
negotiation that 
will take place 
(identified in 
Section 1)? 


Mediator. A mediator or go- 
between is someone who tries to 
bring parties to a dispute to a 
resolution. 


The stances of negotiators are 
the things they demand from us 
and the things they won't provide 
to us. 


What are your 
supporting 
arguments to 
meet your 
negotiation 


The top cleaning company in 
Melbourne is OzHouse. 


OzHouse is a family-run company 
that places a high importance on 
loyalty and decency. 


Employees receive regular 
training to provide the best 
cleaning services in the market. 


The most environmentally 


sustainable procedures are used 
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objectives 
(identified in 
Section 1)? 


OzHouse provides a welcoming 
workplace for its employees. 


by OzHouse. 


What forum will 
I use to present 
the information 
at the meeting 
e.g. PowerPoint 
presentation at 
Group meeting, 
printout of 
information, 
one-on-one 
discussion etc)? 


Face to face presentation 


Face to face presentation 


How does the 
forum meet 
organisational 
objectives? 


What 
vocabulary, 
tone, structure 
and style suits 
the audience? 


The concentration of the 
audience can be increased by 
adding multimedia to make your 
presentation more engaging. 


The meeting will be conducted in 
a way that is informative. The 
purpose of an informational 
meeting is to give attendees 
comprehensive information 
about what is happening. 


Use graphics, music, and video in 
PowerPoint to make your 
presentation more visually 
compelling. 


Concise bullet points or summary 
language can help an audience 
understand the presentation's 
rationale. 


How will I: 
e build trust 


e develop 
positive 
working 
relationships 


e show 
respect for 
the opinions 
and values 
of others 


. maintain 
effective 
interaction? 


e Offer to be of help. 


Recognize when to ask for 
help. 


e To respect someone, keeping 
an open mind. 


e Maintain our Limits. 
e Respect other people. 
e Develop our listening skills. 


e Keep the promises we make. 
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Attach: 


Policies and procedures 
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K Section 2: Preparing communication 


1 For each meeting planned in Section 1, prepare a visual/written presentation that 
reflects the information requirements and desired outcomes outlined in the work you've 
done on this assessment so far. 


Note: As far as possible, use the same presentation for both meetings, but adjust them 
to suit the audience and purpose accordingly. Make sure your presentation manages 
confidential information appropriately (i.e. confidential information is not shared with 
unauthorised parties). Attach the presentations to this section of your portfolio as proof. 


2 For each meeting, prepare any other additional meeting materials (e.g. Agenda, 
Survey, Feedback form etc.). 


Note: If meeting materials have not already been attached to your portfolio as proof 
(i.e. the presentation), attach them to this section of your portfolio. 


3 Schedule both meetings. 


3.1 How will you schedule each meeting (e.g. meeting request sent via email, 
telephone call, text message etc.)? 


3.2 Which materials should be distributed before the meeting? 
3.3 Attach proof of how you've scheduled the meeting to this section of your portfolio. 


Attach: Presentations (x 2) L1 
Additional meeting materials O 

Proof of scheduling meetings (x2) m 

O: 4 0 H Ü 03620 Date Re D date : 
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EO Section 3: Presenting and negotiating 


1 ‘If not already viewed in person by your assessor, attach proof of your two meetings to 


this section of your portfolio. 


Complete this section after you've met with your identified stakeholders. 


2 For each meeting and presentation, create a written document on the outcomes of the 


meeting. 


Note: These written documents must be distributed to the relevant stakeholders. Keep 
the audience in mind as you create each document. 


Your document should include a summary of the meeting, including: 


e who attended the meeting 


e what was discussed at the meeting 


e outcomes of your negotiation (including potential issues and problems). 


Attach your documented meeting outcomes to this section of your portfolio. 


3  Distribute your two meeting summary documents to relevant meeting stakeholders 


(separately). 


3.1 For each meeting document, how will you distribute the meeting outcomes (e.g. via 


email, hand out a printed copy in person etc.)? 


3.2 Attach proof of how you distributed the meeting outcomes summary to this section 
of your portfolio (e.g. draft email, photo of you physically handing out a printed 
COpy, link to intranet location of document etc). 


4 Evaluate your presentations. 


4.1 What feedback did you receive at the meeting? 


The conference was incredibly successful. 


4.2 What did you do well? 


Well communicated and presented with confidence 


4.3 How can you improve? 


Points can be written in bullet points and tone can be louder and clearer. 
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Attach: Proof of meetings (x 2) L1 
Documented meeting outcomes (x 2) m 
Proof of distributing meeting outcomes to O 
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